PART | DEPARTMENT OF PERSONNEL SERVI CES 17.076
STATE OF HAWAI

Cl ass Specifications
for the C ass:

PERSONNEL PROGRAM ADM NI STRATOR

Duties Summary:

Adm ni sters, in accordance with agency standards and
requi renents, a group of conplex personnel managenent services
programs; serves as a principal staff specialist, furnishing
advi ce, assistance, and support to the Director of Personnel
Services in all matters affecting state personnel; and perforns
ot her duties as assigned.

Di stingui shing Characteristics:

This class plans, directs, and coordinates, wthin a central
personnel agency, a group of conpl ex personnel nanagenent
prograns which requires extensive organi zation and staffing
patterns involving the control and coordination of services
t hrough nore than one | evel of subordi nate supervisors, conplex
procedures, and organi zati onal nanagenent techni ques. Receives
general directions fromthe departnent head. Supervision over
positions at this level is nom nal and consultative in nature.
Adm ni strative supervision is generally limted to approval of
staffing, funds, and facilities and establishnent of broad
depart ment policies.

Positions in this class involve extensive contacts with
per sonnel outside the agency. Contacts are nmade with
representative of other agencies to establish working agreenents
and ot her procedures. Incunbents are called upon to neet with
| egi slative commttees, inter-jurisdictional and inter-agency
committees, private business organi zations, enployee
organi zati ons, and other groups to give presentations on the
vari ous aspects of programactivities and operations. A
| eadership role is evident in inter-jurisdictional and inter-
agency rel ationshi ps.

Exanpl es of Duti es:

Pl ans, organi zes, directs, and coordi nates division
activities and operations as they pertain to public personnel
adm ni strative work prograns; devel ops and mai ntai ns operating
and adm nistrative control procedures within the broad franmework
of | egal and agency standards and requirenents; clarifies,
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interprets, applies, and secures conpliance with | aws, rules,
regul ations, policies, and procedures; confers and consults with
the other technical staffs of the departnent; devel ops prograns
and inprovenents in activities and operations; controls and
assures the effective inplenentation and conduct of the
division's activities and operations through the assistance of
subordi nat e supervi sory personnel; assunes responsibility for the
effective and efficient handling and di sposal of personnel and
fiscal problens and needs of the division and its functions;
prepares, presents, and justifies a budget; plans and conducts
staff nmeetings with subordi nate supervisors and others; reviews
and anal yzes operational reports and other docunents, mnakes
changes within the division in the structure of the organization
and the assignnent of functions, when such changes will not
materially increase operating costs or jeopardize the status or
tenure of enployees, |imt services rendered, or affect work of
out si de organi zations, and recommends and justifies to higher
authorities changes which may have such effects; establishes
program obj ecti ves and general work plans; conducts program

eval uation; deals with appellate, |egislative enployee
organi zati ons, and ot her groups; prepares and issues speci al
instructions for non-routine and conpl ex assignnents; sets
performance standards and reviews formal eval uati ons of enpl oyee
performance as prepared by subordinate supervisors; mnakes

deci sions on enpl oyee performance ratings recommended by
subordi nat e supervi sors; reviews, accepts, anmends, or rejects
wor k of the division; infornms subordi nate supervisors of changes
affecting the policies, procedures, and goals of the departnent
as they relate to the work of the division; initiates formal
requests for additional personnel to nmeet work requirenents;
recommends pronotions, reassignnents, other changes in status,
and recognition of outstanding performance of assigned personnel
to the director of the departnent.

Know edge and Abilities Required:

Know edge of: The functions and organi zation of State
government ; personnel managenent and | abor rel ati ons concepts,
nmet hods and procedures, including organizational and functional
relationships within the public sector; pertinent |laws, rules and
regul ations, policies, and directives; public and private sector
trends i n personnel managenent and | abor rel ations; principles
and practices of public adm nistration; principles and practices
of supervision and nmanagenent.
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Ability to: Adm nister conplex personnel managenent services
programns; formul ate overall objectives, strategies, prograns, and
resource requirenents; deal effectively with adm nistrative,
| egi sl ative, and ot her groups and individuals; present program
plans orally and in witing and pronote acceptance and support;
exerci se | eadership in program areas.

This is an anendnment to the class Personnel Managenent
Specialist VIII approved on January 17, 1973, due to
i ncorporation of managerial levels in EMCP in accordance with
Act 254, SLH 1980, and a change in title to PERSONNEL PROGRAM
ADM NI STRATOR effective Cctober 1, 1982.

DATE APPROVED: 9/ 20/ 82

DONALD BOTELHO
Di rector of Personnel Services

The code nunber for the class Personnel Managenent
Specialist VIIl was changed from2.873 to 17.076 and the cl ass
was incorporated in the Excluded Managerial Conpensation Plan
effective July 1, 1981, in accordance with Act 254, SLH 1980.



